


























































































































































































































































































































































































































































































































PROBLEM: Security Violation

EXAMPLES: CMS Compromise
Lost Material
Tempest Violation

CURRENT SOLUTION: Unit identifies problem to District who then assists unit
in maxiag proper notifications and.taking corrective actions. .

NEW SOLUTION: District unit would identify compromise action to District

office with info to Area. District would take necessary action - investigate, .
make further notifications, improve security. Regional units would follow

same trall, substituting MLC for District office. Area units would report
compromises directly to Area Commander.

RESPONSIBILITY MATRIX

Unit Group Dist. Area MLC

) ] } | !

1 | { 1 |

Identify ! 1 ! i | | |

3 2 1 2 2 i 2 |

| ] | |

{Accomplish ! f f |- | { |

{ { ! |

1 ! | i

! Fund ! ! { { ! {

i { { |

) - ] | 1

{Investigate ! { | | ! ! |
[ 1y 2 | 3 2 (3% 2 (HH
L | ] | 1
{Prioritize i ] i | | |
{ | 1 1| 2 2 1 3 1

1 B | | I ]
|{Contract/Purchase | ! ! { ] |
] ) | | | |

PR N A S N R R

pspec
1 { 0O v 2 { 3 3 ! 3 | ]
Code: = Primary %*(Regional/Area Units)

- On Request

3
2 - Secondary
1
0 - None
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PROBLEM: band I Tne (Mlerowave) troubles

EYXAMPLRS: Remole VIHF/EM and HIE sites .
FTS/AUTOVOR/COMCL 1ine outages (teleplioney
District/Avea/DCA Teletype Line Problems
Other Control Lines (VTS, COMMSTA, LORAN)

CURRENT SOLUTION: Unit identifies problem to District who then either contacts
phone company involved or the net control point (Area, DCA, GSA). TIn some cases,
the unit goes directly to phone company for repairs.

BEW SOLUTION: Unit contacts District who will prioritize (determine operational
impact) and have MLC mitigate problem. In some cases, the unit will go directly ;
to phone company for assistance.

RESPONSIBILITY MATRIX

Unit Group Dist. Area MLC
| ! l | | {
| ] | | 1 1
Identify | | ] ! { | |
31 3 | 3 | 3 {1 ] {
| o ! | 1 ]
Accomplish | { ! f | | !
2 2 2y 2 3 |
] | T
| Fund ] ! | | | | |
| 0 0 2y 2 3| |
1 | ! i
|Investigate | | | | | | !
2 2 | 2 % 30 [
f i | ]
Prioritize ! } | ! | ! |
0 1] 3 | 3 2 !
] ] ! T
{Contract/Purchase | i f ! ! | ]
| 2 2 {2y 2 30 N
| | | ] |
Inspect ! | I | | ! PR
| y 2 3 1 1} 1 | 2 |

Code: 3 = Primary

2 = Secondary
1 = On Request
0

= None
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PROBLEM: New clectronic installations on floating units w/assigned ET's

EXAMPLES: Culler
lnstall new telephone system on 210
[oscall new HF/VHF DI on all classces

CURRENT SOLUTION: Commandant identifies systems and writes SHIPALTS.
Districts plan, fund and execute installations.

NEW SOLUTIOM: Commandant identifies new systems to MLC. MLC initiates
SHIPALT/BOATALT requests, coordinates with cognizant ESU and writes \
specifications. RBSU will inspect installation, act as COTR, coordinate with

unit, MLC, and District. MLC will fund installation and new ecquipment as

required. Comman-dant may fund new equipment.

RESPONSIBILITY MATRIX

Unit Group Dist.  COMDT ESU MLC
! ! ! | { ! {
1 ] - 1 | ! ) 1
{Identify | l ] | | ! !
{ ! { { 2 |2 3
1 ! 1 B { 1 1
{Accomplish } | | [~ | | {
! ! | | ! 2| 3|
| ] 1 1 b | |
! Fund ! | ! ! ! | | f
{ f ! [ 2 { 31 i
1 I | | -y !
{Investigate | | ! | | | !

l [ | i 2 1 3 |

1 ] B T | ]
{Prioritize | ] { | { | {
{ I { { 1 4 0 | 2 3
1 ] T | 1 | | I
{Contract/Purchase | ! | | | { |
} { ! L | | 3|
1 - { ] } ]
{Inspect | | | I | i {
| | 3 ! ! 0 {3 1 2
Code: 3 - Primary

2 - Secondary

1 = On Request

0 = None
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PROBLEM: CASREP scpadi: on floaling s w/assigned 19 s

EXAMPLES: Float i_l_']g_ Units

HE XCVR Fallure on 180's
RAYCAS V Failure on 210's

CURRENT SOLUTION: Unit initiates CASREP to District and
sometimes Group (for TT support). Unit corrects failure.
Requests assistance from District (eee) as needed. Districts
coordinate w/other District (eee) when cutter is underway in
their District.

NEW SOLUTION: Same as above, but CASREP goes to ESU and unit
requests assistance from ESU. For major failures or for
coordinating parts to cutter on patrol, ESU may request
assistance from District, MLC or closest on-scene ESU.

RESPONSIBILITY MATRIX

Unit Group Cognizant
District ESU MLC
|
|Identity 3 2 0 2 0
Accomplish 3 2 0 2 1
Fund 3 1. 1
Investigate 3 2 2
Prioritize 3 2 0
Contract/Purchase 3
Inspect 3 2
Code: 3 - Primary

2 - Secondary

1l - On Request

0 - None
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PROBLEM: “Tc¢lephone Systems VProcuremenl (Major)

BXAMPLES: VBX
Coentrox
Fleclronlce Key

CURRERT BOLUTION: bistrict prioritizes and requests delegated procurement
authority (where ncecessary). Commandant forwards request to DOT and then GSA.
1Y approved - district contracts for a ncw syslem.

¥EW SOLUTION: MI.C, wilh input from Group and District, will handle all
aspects of system procurement and arrange for installation. \

RESPONSIBILITY MATRIX

Unit Group Dist. Area FSU MLC
} | i ) f | {
{Identif l] ;II ) | | [ |
dentify I I T B I
1 | | ] )
Accomplish | ! { i | ! ]
! 0 0 0 0 ! 3 3 |
1 1 ! 1 | ]
{ Fund ] ! | { | | |
| 0 | 0y 2 | 2 i ! 3 §
I1nvestigat oo L |
nvestigate
1 | 0 { 0§ 0 j 0 S B
1 § T I 1 | {
{Prioritize | | | i f { |
1 | 0 0 1 3 | 3 2 2
) | i 1 I | |
{Contract/Purchase | ! | | i | |
{ f 0 | 0 { O | 0 { { 3 |
{Tnspect R L i
napec
1 b oy 2 2 A DR
Code: - Primary

- On Request

3
2 - Secondary
1
0 - None
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RECIONAL MAINTENANCE AND LOGISTICS COMMAND (MLC)
Chief, Clvll Rights Staff

The Reglonal Civ{l Rights Staff will provide technical advice, guidance,
training, and other program asststance to Lhe Dlstrict, and Headquarters
units located within rhe Region. 1In additlon the staff will be responsible
to carry out the civil vights programs for the MLC. The senlor clvilian
member of the staff will serve as the Equal Employment Opportunity Officer
for the MLC and may be designated to act as the Equal Employment Opportunity
Officer for the Area Commander. The senlor military member will serve as
Military Ci{vil Rights Officer for the MLC and may be designated to act as
such for the Area Commander. The Chief, Clvil Rights Staff will report to
the MLC through the Peputy, MLC.

Military Civil Rights Program Staff

1. Provide technical advice and assistance to District Commanders and
Commanding Officers of Headquarters Units necessary to maintain effective
military civil rights programs in accordance with COMDTINST M5350.11
(series). .

2. Provide necessary training to district and Headquarters units collateral-
duty military complaint counselors and provide necessary assistance and
advice to districts and Headquarters units for processing military

complaints of discrimination. . E

3. Provide assistance to dlstricts aud Readquarters units naecessary to
meet standardlzed civil rights training requirements for military
personnel.

4. Provide technical advice and assistance to district commanders and
commanding offlcers of headquarterg units in developing, implementing
and monitoring MAAPs.

5. Provide protem imspectors to Regional Imspector upon request to conduct
program compliance evaluations on units within the Region.

6. The Chief, Civil Rights Staff, in his role as Military Civil Rights
0fficer, supervises the implementation of military cilvil rights programs
for the MLC and for the Area Commander, and the subordinate units of
their commands, as follows:

a. Asgsists MLC in developing, implementing, and monitoring command
instruugions and program procedures for Military Civil Righrs
Program.

b. Supervigse the development, implementation, and review of the Military
Affirmative Action Plan.

¢. Assist the command and subordinate units in identifying existing or
potential situations, procedures, and practices which adversely
affect the civil rights climate of the command and subordinate
unitsg.
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d. Establish effective comaunications and reporting systems for
subordinate units.

e. Advise commanding officers/0INCs concerning processing and resolution
of complaints of discrimlnation filed by military members.

f. Schedule and provide standardized civil rights tralning for members
of the command in accordance with COMDTINST M5350.11 (series).

21+

Designate and train collateral-duty military complaint counselors
to meet requirements of COMDTINST M5350.11 (series).

Civilian Equal Employment Opportunity Program Staff

Provide technical advice and assistance to District Commanders and
Commanding Officers of Headquarters unilts necessary to maintain effective
civilian equal employment opportunity programs in accordance with
COMDTINST M12713.7 (series).

Provide necessary tralning to district and Headquarters units collateral-
duty EEO counselors and provide necessary assistance and advice to
district and Headquarters units for processing civilian complafnts of
discrimination.

Provide assistance to districts and Headquarters unlts necessary to
meet standardized civilian equal employment opportunity training require-
ments for civilian personnel and supervisors of civillan personnel.

Provide technical advice and assistance to District Commanders and
Commanding Offiecers of Headquarters units in developing, fmplementing
and monitoring Affirmative Action Program Plans for civilian employment.

Provide protem ingpectors to Reglonal Inspector upon request to conduct
EEO program compliance inspections on units within the Region.

The Equal Employment Opportunity Officer will Supervise the implementation
of the civilian BEO programs for the MLC and for the Area Commander;
and the suboxrdinate units of theilr commands as follows:

a. Serve as the principal advisor on matters related to the implementation
and admdnigtration of the EEQ program.

b. Develop policy instructions and notices to supplement Coast Guard
guidance on all aspects of the EEO program.

¢. Participate In the development and/or review of all local civilian
personnel administration policies and programs for the purpose of
advising the Commanding Offlcer relative to thelr impact on the
Region's equal employment opportunity policles and procedures.

d. Coordinate EE0 program plans and activities with civilian personnel
officials, EEQ counselors, gpeclal emphasis program managers,
management officialg, supervisors, rank and file employees, etc.

SCplHR

S
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q.

Select/appolnt EXO Spcclalists, Federal Women's Program MAnapgers,
Hispanlc Employment Managers, EEQ counselors and EFO committee/council
members and provide them training and program guidance {n carrying

out thelr assigned responsibilities.

Provide for the development, evaluation and monitor the effectiveness
of EEO seminars and tralning programs (to include traiming on the
prevention of sexual harassment) for supervisors and employees.

Provide for EEO representation on committees and councils whose
function is to advise on matters concerning recrultment, training,
promotions, and other personnel matters.

Represent the Commanding Officer as required at meetings and
conferences relating to equal employment opportunity macters.

Provide for the review of performance evaluation recotrds of all
supervisors of civilian employes to ensure that evalnations are
made 1in accordance with Chapter 9 of COMDTINST M12713.7 (seriles).

Develop reports on EEO as req@ired by the EEO Commission, the
Department of Trangportation and/or Commandant (G~H).

Provide for the orientation of new employees on the EEO program and
specifically on the EEO complaint procedures.

Assure that EEO collasteral-duties are documented in the official
position discriptions for personnel so assigned as required in
Federal Personnel Manual Lletter No. 713-37.

Nomlnate pergonnel as appropriate for recognition of theilr
contributions to the EEO program.

Provide key management officials with feedback on the status of the
affirmative acktion effort and Information concerning the environment,
working conditriong and other matters which contain the potential

for complaints of discrimination.

Develop a budget adequate to aseure lmplementation and administration

of the program including funds required for FEO counseling and for
court reporters at EEO Complaint Hearings.

Provide for the development of a Reglonal Affirmative Action Program
Plan which is fully responsive to the requirements established by
the Coast Guard, the Department of Transportation and the EEO
Commission.

Furnish reports on Affirmative Action Plan implementation progress
and problems as required by the Coast Guard, the Department of
Transportation and the EEO Commission.

Devise methods of monitoring progress of minorities, women, the
hand{capped, and employees (age 40 and older) and conduct special
surveys aud studies to eliminate m2jor barriers, making recommen-

dations to resolve systemic EEO problems.
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aa.

hb‘

CC»

dd.

Serve ag a resource person and principal staff advisor on the unigue
concerns of women employees and job applicants, and as llaison with
women ‘s organizations to improve recruitment efforts.

Serve as a resource person and principal staff advisor on the unique
concerns of Hispanic employees and job applicants and as liaison
with Hispanic organizations to lmprove recruitment efforts.

Participate with schools, universities, and other public and privare
groups to exchange ldeas, sollicit assistance, communicate Command
equal employment policy and obtaln sources of candldates.

Assist Individual employees (Iin conjunetion with thelr supervisors
and civilian personnel staff) in the design of individval development
plans to fit their needs.

Assist the civilian personnel staff in their development of a
Federal Equal Opportunity Recrultment Plan and participate 1n
recruiting efforts.

Assure that civilian employees (including applicants and those paild
from non-appropriated funds) and recognized labor organizations are
informed of procedures for filing complaints of discrimination
through the posting of procedures in consplcueous places.

Keep Informed concerning the status of informal complaints and take
action to expedite processing and/or resolution as required to
agsure a timely and objective product.

Evaluate, on an annual basisg, the EEO Counselor program in accordance
with the criteria contained in Chapter 4 of COMDTINST M12713.7
(series).

Receive and review formal complaints of discrimination to assure
the counseling process has been completed, and that adequate
documentation is included in the case file prior to forwarding it
to Commandant (G-H).

Maintain llaison with contract Iinvestigators for the purpose of
providing administrative support in the conduct of forwal investi-
gations and with EEQ Commission Hearing Examiners to assure that
the Coast Guard has appointed an agency representative, a suitable
location for the conduct of the hearing will be available, that
witneases required will be made available, and that a qualified
court reporter has been obtained.

Provide for the conduct of the high level review of discrimination
complaints as required by Chapter 4 of COMDTINST M12713.7 (series).

Assure that Proposed Dispositions are prepared in accordance with
requirements contalined in Chapter 4 of COMDTINST M12713.7 (series)
and that they are properly staffed prior to submission to Commandant
(G—H) .
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ee. hecomnend appropriate disciplinary action when discrimination has
peen ;dentlfled, and/or other corrective actions necessary when
1dentified through the complaint process.

ff. Assure that EEO complaint decisions received from the Department of
Transportation or the EEC Commission are implemented and reported as
required.

gg. Provide technical advice and assistance to managers and sUpervisors
on the implementation of the Federal Women's and Hispanic Employmernt
Programs.

hh, Develop annual work plans for the Federal Women's and Hispanic
Employment Programs as required by Chapters 5 and 6 of COMDTINST
M12713.7 (series).

1i, Consult and assist individuvals and key management officials on
issues, questions, and programs relating to equal employment
opportunity matters.

jj. Provide technical assistance to EEO counselors in the complaint
process, to include participation in negotiations for informal
resolution throughout all stages of the process.

kk. Arrange for appropriate Command recognition of special observances
related to the EBQO program such as: Black History Month, Woman's
History Week, Federal Women's Week, Hispanic Heritage Week, Asian
Pacific American- Week, and Native American Week.

1l. ©Prepare briefings as appropriate on problems or trends identified
which impact on accomplishment of both short and long-term program
goals and objectives.

[
i
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ANNEX H

CHANGES TO AREA FUNCTIONS




ORCAN1ZAION OF ARDA SPAFRRS

1. 'JkpOLL: ‘Wo provide changes to the existing organization and furctions of
the Area statfs to reflect the following:

a. Assumption of support functions by Regional Maintenance & Logistic
Commands (kiMC) as detailed in Apnex G.

b. Proyram management of large cutters (WMEC and above) and communication
stations by Area Conmanders.

c. ijisestablishment of the Third and Twelfth Districts.

2. The ARER COMMANDER, in addition to existing responsibilities, will be
responsible for:

a. Administration and general direction of area units under his/her
command, including all cutters in the WAGB, WHEC, WIX, and WMEC classes and
communication stations.

b. Planning, coordinating, and directing the inter-district aspects of
operations.

c. Coordinating the inter-district aspects of support and logistic
services provided by the MLC and subordinate units.

3. The DEPUTY ARIA COMMANDER, in addition t6 existing responsibilities,
directs and supervises the following special staff elements:

a. Area Legal Officer.

b. Area Public Affairs Officer.
c. Command Enlisted Advisor.

d. Area Bdministrative Staff.

4, The AREA LEGAL OFFICER, under the direction of the Area Commander and the
Deputy Area Commander, shall:

a. Furnish legal advice upon the request of the Area Commander, the
Deputy Area Conmander, or other staff officers,

b. Render legal advice with respect to, and when appropriate assist in
the conduct of courts convened by the Area Commander and review the records of
proceedings of all courts and boards subject to review by the Area Commander
as a supervisory authority unless that review is assigned by the Area
Commander to the MLC.
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5, ‘lhe AREA PUBLIC AFPFAIRS OFF1CER, under the direction of the Ared Commander
and the beputy Areca Commander, shall:

a. Conviuct the public information program of the Coast Guard in the Area
sphere of opesrations utilizing all available public information media.

b. ‘repare, obtain clearance of, and cause the distribution of public
information material such as press and radio releases, radio and television
scripts, speeches, and visuul aids, as may be appropriate.

c. Provide photographic services, as available, and assure maximum
photographic coverage of activities within the Area sphere of operations.

d. Develop and supplement plans for the public information program of the
Coast CGuard in the Area with a view toward fostering public and internal
knowledge, understanding, confidence, and good will respecting the Service and
its activities.

e. Keep informed of the status of the public information program within
the Area and of public reaction to Coast Guard activities, and advise the Area
Commander and the Deputy Area Commander.

f. Provide, as agreed upon by the Area Commander and host District
Commander, public affairs support to District units within the New York and
San Francisco metropolitan areas. Pursuvant to such an agreement, act as the
spokesman of the District Commander when appropriate.

6. The AREA COMMAND ENLISTED ADVISOR, under the direction of the Area
Commander and the Deputy Area Commander, shall:

a. Assist and advise the Area Commander/Deputy Area Commander in matters
pertinent to the morale and general well-being of enlisted personnel and their
dependents.

b, texform the duties of the Command Enlisted Advisor (dea) as outlined
in the Coast Guard Organization Manual with regard to Area and MLC units.

c. In consultation with the Master Chief Petty Officer of the Coast Guard
and the Command Enlisted Advisors of Area districts, coordinate the
availability of an enlisted advisor to all units in the Area to ensure that
lines of communication, both written and oral, are available to all enlisted
personnel. This mechanism should be clearly defined in a formal agreement
signed by the Area Commander and appropriate District Commander,

7. The AREA ADMINISTRATIVE STAFF, under the direction of the Area Commander
and Deputy Area Commander, shall carry out the current functions of the
Administrative Branch as a special staff element.

8. The AREA TECHNICAL ASSISTANCE BRANCH, READINESS DIVISION will be

disestablished and its function relocated to the Technical Support Division,
vessel, of the MLC.
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9. he AREA LORAN-C BRANCH, TELECOMMUN LCA'T LONS / [NFOR

will continue present functions except that technica)

stations 1s relocated to the Technical Support Division ;
(2

1¢. The AREA TELECOMMUNICATIONS/INFORMATION SYSTEMS Drvxsié&
direction of the Area Commander and Deputy Area Commanger G
transfer of the district communication center to the area sta

a. Administer, supervise and coordinate all communication g
affecting the operation and administration of the Area office.

b. Provide communication center services to units previously ser
the district communications center.

C. Insure operational communications readiness of all area units by
inspections.

d. Provide operational assistance in communication matters for floating
units.

e. 2Administer the communications security program.

f. Manage the operation and plan for the modernization and upgrade of
communications stations. Develop plans and approaches for future use of
communication stations.

11, The AREA OPERATIONS DIVISION, under the direction of the Area Commander
and Deputy Area Commander, shall:

a. Monitor area units to determine adequacy of resources and ascertain
effective execution of programs, including the following:

(1) Manning and training requirements
(2) Energy usage.
b. Carry out program budgeting and fuel fund management for Area cutters.

c. Schedule cutter operations and provide vessels to District Commanders
when required to accomplish assigned missions.

d. Coordinate use of district-controlled long range aircraft CHOPPED to
Area for specific tasks.
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Admminigtration Division

1. Under the general direction and supervision of the Distriet Commander and
Chief of Svaff, the Chief, Administration Division shatl?i

a. Direct, supervise, and coordinate the activities of the chiefs of the
Personnel , Financial Management, and Office Services Branches.

b. Act as principal personnel, financial management, and supply advisor
to the District Commander, Chief of Staff, and other stuff officers.

¢, Coordinate and assist in the development of district input to the
Coast Guard planning, programming, 'and budgeting system.

d. Administers the district personnel program, assSuring proper
utilization of personnel resources. Advises the district commander and other
staff officers regarding personnel issues such as discipline, awards,

performance evaluation, position management, and other perS8onnel-related
1s3ues.

e. Serves as Commanding Officer for distriect staf{ enlisied personnel.

f. Aduainisters and reports on funds allotted to the District Commander.
Assures fiscal integrity is maintained throughout the organization.
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C3 Funclional Responsibilities at District Offices

A. DIRECT

The District staff will be respoasible for local operations suppoert,
planning and telephone management. The primary or direct duties of the
District office include:

1. Maintain the District Commander's Classified Material System
(CMS), operate a communications center, cryptographic center and courier
service for the district office,

2. Develop and issue communication plans in support of mobilization
and Maritime Defense Zone operations.

3. Coordinate and develop plans and inStructions for handling safety,
distress and SAR Communications. ’

¥, Maintain close liaisorn with appropriate government and industry
communications personnel within a district as a means of improving Coast Guard
communications, coordination and interoperability.

5. Hawntain status of all district communications equipment and
comuunications links (radio, landline). Ensure corrective action is taken
whien necessary.,

6. Provide communications input to district svaff during development
of" Planning Proposals and Planning Proposal Reports.

7. Provide communications related budget inforamation to district
program managers,

8. Manage and coordinate district office telephone systewms including
instrumént moves, feature changes. Issue work orders to accomplish required
changes in a timely manner.

9. Participate in district exercises as required.

10. Coordinate Marine Information Broadcasts times and frequencies
within the district.

11. Function as the Immediate Superior In Command (ISIC) for all CMS
accounts,

B. OVERHEAD

To ensure proper management, the foliowing administrative/overhead factors
must be considered:
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1. Staff tralning.
2. Administer management information system.

3. Establish and promulgate policies.

4. Collateral duties,

5. Leave.

6. Travel to supported units and to HQ.

7. Personnel transfers.
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Financial Management Branch

1. Under the direction and supervision of the Chief, Administration Divisicn
the Chief, Financial Management Branch shall:

a. Coordinate and consolidate estimates for annual district budgets or
continuing resolutions involving the following Operating Guides (0G):

(1) 0G 30 for vesgels (WLB and swmaller), air stations, Marine
Inspection/Safety Offices, Groups, Stations, LORAN stations, and district
staf{. Energy funding for these units is included..

(2) OG 54 for district armory consumables and small arms training.
(3) O6 56 for local training and off-duty education.
(4) UG 9X for reserve training.

Budget request submissions are normally incremental adjustments based on
changes in facilities (ashore and afloat), changes in operating environment
(e.g. closure of a DOD base that provided support Lo distriet units), changes
in local economic¢ conditions (prices), and changes in personnel levels.

b. Prepare and submit apportieonment requests.

¢, Prepare quarterly financial plans and coordinate OG 30 targets with
program managers and field units. Issue targets (OPTARS).

d. Receive and review, with program managers, requests for re-allocation.
Develop analyses for district POP Béard to reprioritize existing funds or
request additional funds from the Appropriation Manager in Headquarters.

e. Evaluate cost data and prepare financial management reports for
program maniagers, Assist program managers to prepare changes in the financial
plans,

f: Coordinate planning (i.e. develop backlog requests) for justification
and management of supplemental funding.

g. Maintain carryover limits.

h. When directed, perform audits of Assistant Disbursing Officers,
Cashiers, and Collection Clerks,

1. Authorize establishment or disestablishment of enlisted dining
facilities at district units. Authorize Regular BAS for mewbers under certain
conditions.
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Jo Provide liaison with the MLC for operational assistance visits and
compliance audits of district Coast Cuard Dining Facililios (CQOE).

k. Maintain prescribed general ledger control accounts and subsidiary
ledgers for assets, liabilities, revenues, and expenses within the
Administrative Operating Target for each appropriation/fund allotied to the
district, Accounting for leased housing, utilities, and medical services will
be reglonallzed. bistricts will continue to account for FD&(CCs and large AC&I
units (RIOs for exzample) as they now do.

1. keview obligations and assign expenses for proper charge to the
correct Object Code and Cost Center. Review MILSTRIP documents for proper
Fund Code. Record obligations and expenditures to district controlled funds
and pickup accounts, ensuring that the fund manager has certified availability
of funds and the conifitment/obligation has been approved by the responsible
official.

m. Bill customers promptly on delivery of Coast Guard services or
supplies, establish receivables, accept and properly dispose of collections,
follow-up on overdue accounts, and assess late payment penalties.

n. Establish payables, accrue expenditures, receive vendors' invoices and
match them with reéceiving reports for supplies and services. Prepare vouchers
(except for travel claims) and ‘certify expenditures before submission to the
Regional Disbursing Office for payment.. Observe Prompt Payment Act
requirements for timely disbursements and use of vendor discounts.

0. Maintain industrial accounts as necessary.
P. Maintain capital authorlzat1ons for allocated Supply Fund (SF)
activities. Record receipts and expenditures for clothing lockers,

commissaries, and field stock/general stores stocking units at district units.

qq. Capitalize and account for personal property acquisitions and
disposals.

r. vrovide cashier services.
s. Prepare internal management and external accounting reports as
required, Review undelivered orders and follow-up to cancel or liquidate.

Transfer appropriate accounts to successor appropriations and release
uncbligated balances.
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IRM Statf Functional Responsibilitievs at District OFFice

A, DIPRCT

The istrict staff will be respousible for system manager functions,
coordination with the field and the MIC. The primary or direct dutles of the
oistrict office include:

1. Serve as COiR for ADP systems/facilities management contracts for
operation of standard terminal clusters and/or minicomputer facilities.

2. Serve as COTR for Information Center (IC) facilities management
contractor. IC provides end user training and specilalized equipment.

3, PRerform on-site analysis of end-user hardware/software problems.
Interact directly with Regional support staff in resolving problems.

4. Identify and insure correction of AIS security problems.

5. Maintain local inventory of ADP equipment and record of authorized

users.
6. Serve as COTR for data entry contracts.
7. Sexrve as electronic maill manager for district.
B. INDIRECT

In addition to the primary support duties, the districts must provide
secondary support as follows:

1. firovide assistance to EFLAB and EECEN,
2. Provide planning information to RMLC.
C. OVERHEAD

To ensure proper management, the following overhead factors must be
considered:

1. Staff training.

2. Collateral duties.
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Legal Officer
(d1)

1. Under the direction and supervision of the District Commander and the
Chief of Staff, the Legal Officer shall:

a. Furnish legal advice upan the request of the District Commander, the
Chief of Staff, or other staff officers.

b. Render legal advice with respect to, and when appropriate assist in
the‘conduct of, courts and boards, including marine casualty boards, and
review the records of proceedings of all courts and boards convened in the
district or subject to review by the District Commander as a supervisory
authority. : '

c. Review for their legal implications all reported violations of the
navigational laws and proposed acfions to be taken on petitions submitted for
relief by way of remission or mitigation of the penalties involved in such
violations, and coaperate with the Chief, Marine Safety Division in this
regard. ' ‘ .

~d. In close liaison with the Chief, Administration Division, render such
personal legal aid and assistanee to Coast Guard personnel and their
dependents as is deemed desirable for their morale or efficiency.
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Of fice Services Branch

1. Under the direction and supervision of the Chief, Administration Division,
the Chief, Office Services Branch shall;

a. Serve as the Contracting Officer (Level I) for the district office
and those disbrict units with limited small purchase authority. Procure
supplies, non-personal services, and construction in the amount of $25,000 or
less from commercial sources.,

b. Process Purchase Requests (PR), determine the most appropriate
method of acquisition, determine the source of supply/service, solicit offers
for the supplies/services required, determine the offer most advantagecus to
the Coast Guard, order the supplies/services, and follow-up fo ensure
delivery., Synopsize in the Commerce Buginess Daily where required.

¢. Ensure comidercial purchases under $10,000 are réaserved for small
businesses. Promole district participation in procurement related economic
stimulation programs such as thé §(a) Small and Disadvantaged Business Set
Asigdes.

d. Place orders under exiscing Federal Supply Schedule contracus
awarded by GSA or Blanket Purchase Agreements awarded by other government
agencies as prescribed.

e. Arrange for shipment/transportation of materials.

f. Analyze unauthorized procurements made by disdtriet units or staffl
and prepare ratificatlon recommendation for the Head of Contracting Activity
(district commander)'s actioen.

g. Operate the district Autouwated Requisition Management System {(ARMS)
or Requisition Processing Point (RPP) for ordering supplies from govermment
sources in support of the discrict staff. Provide similar service for field
units which do not have or are not authorized direét access to the system.

h. Establish local support agreements with other Coast Guard units or
other government agencies for logistics help when feasible and eeonomical.,
Provide assistance to other agencies within existing capabilities and
resources.

i. Provide guidance to staff program wanagers for establishing and
changing property and supply stock allowances on district units.
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J« Determine petroleum, oil, and lubricant (POL) requirements for
district units. Coordinate supply support with DFSC elements or commercial
gources within district procurement authority.

K. 'Develop and issue rules and procedures for the acquisition and
controf of credit cards.

_ 1. Monitor operations of Supply Fund (SF) activities such as elothing
'1oqkers at district units. Coordinate with Inventory Control Points (ICPs) as
required. '

m. Administer the personal property accountability system for the
district office. Coordinate district-wide screening of excess property and
input all acquisitions into the automated control system for the distriet and
tield units without computer capability. Coordinate district office surveys
of personal property and prepare excess property declarations. Coordinate
distriet disposal of personal property.

n. Manage the space/rent program for the district, working directly
with the cognizant GSA regional office.

0. Organize and ddmlnlster centralized office support services for the
dlstrlct staff including a stationery locker, printing and reproduction, mail
and postal matters, shipping and receiving.

p. Repair and maintain Coast Guard owned motor vehicles. Provide
allowance 1list modifications. <Operate the motor pool.

"q. Prepare and submit required- reports.
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Personnel Branch, Administration Division

1. Under the direction and supervision of the Chief, Administration Division,
the Chief, Personnel Branch, shall:

a. Coordinate personnel training activities for District personnel,
afranging yuotas for local training, ofF-duty tuition assistance, locally
provided training, etc. Maintains required files and reports, including
administration of local 0G~56 funds. Administers tests and examinations, as
reqguired,

b. Mcuintain necessary records relating to military personnel assigned to
the District staff.

c. Provide local housing referral services for District military staff,
as appropriate. Serves as district coordinator with MLC for housing needs and
leases.

d. Serve as District morale and recreation officer, including
administration of the District morale fund.

@, Provide administrative assistance in the administration of medals and
awarcs program.

f. Administer Coast Guard special interest programs in the areas of
family advocacy, drug testing program, human relations, etc.

g. Assure proper utilization of non-rated personnel in the district.

h. Administer the District Mutual Assistance program, advising the
District Commander on welfare needs as required.

-

i. Provide supervision to the Personnel Reporting Unit/Personnel Support
Center, as required. (Opt.)

10 ANNEX I




